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and his clear sanity in the study of social phenomena, it will have 
performed a rich service. 

Frederick C. Mills. 
Columbia University. 

Personnel Administration: Its Principles and Practice. By 
Ordway Tead and Henry C. Metcalf. New York, McGraw- 
Hill Book Company, 1920. — xii, 538 pp. 

Tead and Metcalf have written the best book yet published on the 
principles and practice of personnel management. It is more com- 
plete, more detailed, and more explanatory than the other works in 
the field. Its scope is indicated by its main divisions: Personnel 
Department (reasons and functions), Employment Methods (sources 
of labor supply and methods of selection and placement), Health 
and Safety, Education (for executives, foremen, employees ; com- 
pany magazine, arousing interest, transfer and promotion, shop rules, 
grievances and discharge), Research (job analysis and specifications, 
turnover, labor audit), Rewards (elements in wage determination, 
payment plans and methods, insurance), Administrative Correlation, 
Joint Relations (shop committees, employees' associations, business 
value of the collective bargain, employers' associations, material in- 
dustrial councils, purpose of industrial government) . 

The authors believe that " the next great step ahead in the more 
effective organization of industry is collective bargaining, first about 
work and second about pay" (page 269). They state that "the 
collective bargain offers the only real protection to the employer 
against his natural impulse to economize in the easiest but ultimately 
most expensive way" (page 468), and they hold "argument on job 
analysis and job determination to be the bedrock on which all future 
joint dealings should be based " (page 473). " Progress ... is as- 
sured as soon as employers become convinced that collective bargain- 
ing properly conducted is one of the principal means of restoring in- 
terest in work, creating a sense of self-respect and human dignity in 
the workers, and educating managers as well as managed into their 
respective responsibilities for a productive industrial system " (page 
479). 

Many will feel that the text too unreservedly approves a strongly 
centralized personnel operation and others will doubtless point out 
that the insistence upon the determination of labor policy chiefly by 
the personnel executive is an impossibility, since this is primarily a 
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financial function. The authors have, I believe, given insufficient 
consideration to these very critical points. 

The book suffers by its length and somewhat wordy style. It has 
also rather too much of exhortation. This latter fault is, perhaps, 
due to the fact that concern with the personal element in business is 
at the present time a moral issue, and moralists are so often moralistic. 

Whether or not business executives agree with the book, they will 
find profit from its study, for in convenient form and in good order 
the more important items of knowledge and opinion regarding per- 
sonnel management and employment are gathered together in a single 
volume and supplemented by well-selected bibliographies. 

John J. Coss. 

Columbia University. 



